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Introduction :

Tracking costs, managing risk, and keeping a workflows to the BIM 360 platform teams

project on budget can be one of the biggest can minimize risk by managing all cost

hurdles in a construction project, and related construction activities in a single

finding efficiencies in this area can make all  software.

the difference in delivering a project on time

and on budget. The following guide introduces the BIM 360
suggested cost management workflow and

But with the new BIM 360 Cost Management  gives context to the different capabilities

module bringing powerful cost control, built into the product, including step-by-

change management, and pay application step starter guides.

Autodesk BIM 360 - !

BIM 360 improves the process of construction by supporting
informed decision making throughout the project lifecycle.

It does this by centralizing all project data in a single data
repository and connecting project stakeholders and workflows—
from design to construction to operations, from the field to the
office and back.

Visit BIM 360 Site @

Please note that the capabilities outlined in this guide are reflective as of January

2020 and will continue to undergo improvements. Additionally, some capabilities
are only available in certain countries. For more information on product updates and
capabilities please visit the BIM 360 Product Release Notes.

¥


https://bim360.autodesk.com/
http://blogs.autodesk.com/bim360-release-notes/

Table of Contents

. Suggested Workflows

- Cost Management
- Pay Applications

. Cost Management Capabilities

Budget Code Setup
- Custom Attributes
- Document Templates
- Module Specific Settings
- Financial Markup Formulas
- General Settings € Permissions
- Module Overview £ Fundamental Forecasting
- Change Order Management
- Pay Applications

. Additional Capabilities

- Account Admin
- Integration Partners







Cost Management Workflow  Why follow this workflow?

Customizable to suit users needs and preferences

Used to help control cost and confirm all changes are accounted for
and managed effectively to maintain positive cash flow, reduce risk
and maximize profit. The graphic below outlines the suggested cost

Provides a real-time summary view of all budget
items and contracts

management workflow using BIM 360. - Streamlines upstream and downstream change
order workflows

BII\/I 360 capabilities used

Budget management - Pay applications
Contract management -  Forecasting

Change mrder - Actuals
management

@ a Budget Change
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Why follow this workflow?

Adds a level of automation

Pay Apphcat]On Workﬂ.OW Easy to manage and track

Provides a real-time summary view of all cost and
Used to help effectively manage incremental pay applications to budget payments
automate tasks and gain a real-time view of the financial health of

the project. The graphic below outlines the suggested pay application Sl
workflow using BIM 360. BIM 360 capabilities used

Main contract £ budget items
Budget payment applications
Cost payment applications

Budget Payment Applications
: Contact
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Create the Generate Main Review Budget
Main Contract Contract SOV Payment Summary

Generate Payment
Request £ Submit

$CE
®

A 4 h 4
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Budget Code Setup

Cost Management is customizable to suit your
needs and preferences including detailed
hierarchical build ups, custom segment
options, and master lists.

Activate the Cost Management Module

- A project admin needs to activate the Cost Management

i Project Admin MEMBERS COMPANIES SERVICES PROFILE

module. o _
overiiew Project Services and Admins
. prn;eft Ser:;(esa& Admins is wheredyou can aﬂnwale andl manage pro]fe((
In the Project Admin module select the “Services” tab,
then “Overview” on the left sidebar. o e ocument Management it
: S AR o Acive Project Management Shaw, d.
- In the Cost Management row, select “Activate” and e
designate at l.eaSt One project ad m‘in‘ Field Management ®  Active Cost Management Hide Admins A
i i S | E—
PRO TIP: The Document Management module needs to be activated first. conce
Inactive Design Collaboration Activate
® Active Model Coordination izamv‘vns v
Feedback
Liald Show v




Budget Code Setup

Budget Code Templates T e

The “Budget Code Setup” informs BIM 360 how the budget s [t |
codes should appear in the Cost Management module. TR reee— |
Within this tab, you can build the budget code format from —
scratch or by importing an excel list from an accounting
system or similar. Only project admins can create budget panen®
code templates. e
- In the Project Admin module, select the “Services” tab.
On the left sidebar select “Cost Management” then e
“Budget Code Setup.”

- Use the “Budget Code Template” field to label the

template.
C . d S + Project Admin MEMBERS OMPANIES SERVICES PROFILE
Zi:;ns Template
In the Segment section select “Add New” and double- N P
click to rename the segment.
CostManagement Segments
- At a minimum there must be least one segment, but you — —
can create as many segments as required.
Click and drag the segment tabs to rearrange.



https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration
https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration

Budget Code Setup

Adding Budget Segment Details =R

- “Where” informs BIM 360 on how to show the segment: Ter”p'a‘e l -
+ Code - as part of the whole budget code. R -
« Column - in a separate column from the budget code. e Segments
+ Info only - purely for information and not shown in i e B .- M
the budget columns. W == e pes

UL
Code

- “# of Digits” informs BIM 360 how many digits are
expected for that segment. S

03
04 v

- “Delimiter” informs BIM 360 how to separate the "
segments if at all.

PRO TIP: You can’t edit segments when there are budget items in the project.

Adding Segment Values Excel template:

Code Description
faooooa Procurement and Contracting Requirements
"bo1000 Solicitation
. .. . oo1100 Advertisements and |nvitations
- Segment values can be added individually by selecting T
“Add” or by importing a master list. 002200 supdementary nstructions
- When importing a master list you can either drag and Results in the budget code setup tab:
drop or browse for an Excel sheet. Example budget flyout view where you
[]  Codea Description can see the benefits/results of the
- When importing a list first down a template by clicking = orocurement and Contracing hequreme| | 1ASET Lists import:
u n
Download Template. O oowoe  Solication Envelope package
. . . . . - 84720010722000SUB
Hierarchy levels are unlimited. Child levels don't require = 001100 pdvertisements and fnvitatio
a column header; just insert a column for each level of O 002000 Instructions for Procurement|  pypger copE DETAILS
hi erarc h y. U 002100 nstructions Segment Name Code Description
[:] 002200 Supplementary Instructions
- Note, every line item can only have one code. ki i i
Sub Job 001 001
st 072200 Roof and Deck Insulation
Download Setup Templates @ Sequence 0 0
= Cost Type suB Subcontractor



https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration
https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration
http://bit.ly/cost_templates

Budget Code Setup

n Code Preview

The “Segment Code Preview” field allows you to input
example data to confirm the segment code details are
accurate.

The “Budget Code Preview” displays a preview of the
entire budget code as it will be shown in the Cost
Management module.

If you hover over the “Budget Code Preview” an “Input
Code Preview” pops up to display the code as it might
look when imported into Cost Management from your
accounting system.

# Project Admin

MEMBERS COMPANIES

SERVICES PROFILE

Overview
Issues.

Locations

Document Management
Project Management

Cost Management

Design Collaboration
Model Coordination

Field Management

ssssssssss

Segment Code Preview

8472

Activity Budget Code Custom Documen t General L Module Specifi Financial 1 Markup
Setup Attributes Templates Settings Settings Formu las
Template
Budget Code Template Budget Code Preview
Custom Template 001.033000.1(SUB)#
Segments
Project Code Sub Job cs1 Sequence Cost Type Segment 5
Where # of Digits Delimiter
Info Only 04 None
Download Template
Code ~ Description
2 2



https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration
https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration

Custom Attributes

Quickly view detailed information behind any
cost activity with the details flyout panel.
With the Custom Attribute feature teams can
customize a portion of the details flyout panel
to suit their needs and preferences.

Accessing the Custom Attributes

In the Project Admin module, select the “Services” tab.

On the left sidebar select “Cost Management” then
“Custom Attributes.” Note, only project admins can create
custom attributes.

Custom attributes can be created for the following
components:

- Budget

- Contract

-+ Cost Item

- PCO (Potential Change Order)

- RFQ (Request for Quotation)

- RCO (Request for Change Order)

- OCO (Owner Change Order)

- SCO (Supplier Change Order)

Note, the component names can be customized within
General Settings.

# Project Admin

Overview General Module Specific Budget Code Custom

Locations Budget Contract

Document Management Role
Description

Project Management
pre
Cost Management Qualification
Add new attribute

Model Coordination Date
Required On

Field Management
untitled
Attribute 4

BIM 360 Plan

PCco RFQ

Add new attribute Add new attribute

Settings. Settings Setup Attributes

Cost Item

Add new attribute

RCO

Add new attribute

ermissions

Terminology Reference @



https://help.autodesk.com/view/BIM360D/ENU/?guid=BIM360D_Cost_Management_cost_management_terminology_reference_html
https://help.autodesk.com/view/BIM360D/ENU/?guid=BIM360D_Cost_Management_cost_management_terminology_reference_html

Custom Attributes

Creating a Custom Attribute

To create a custom attribute, select the component.

- Either click to add or drag and drop the attribute from the
left sidebar into the center preview panel.

Then select the attribute and define the settings in the
properties panel on the right

- Rearrange the attributes by clicking the six dots and
dragging and dropping the field.

Select “Finish” when done.

eyl View Custom Attribute in the
Details Flyout

- In the Cost Management module, select a cost activity
line item. The details flyout will appear.

- In the details flyout select “Custom Attributes” from the
top left drop-down list.

- This will display the custom attribute created in the
Project Admin module.

PRO TIP: Add your custom attributes to the table view via the control
icon. In the table view, you can assign them. You can also use custom
attributes for grouping and filtering. To do this, select the filter icon and
then choose the attribute from the Group Items By drop-down.

# Project Admin

Budget

Add new attribute

Contract Cost Item

MEMBERS OMPANIES SERVICES

Add new attribute

i Project Admin

Add Attribute

Text

Number

Contract - Custom Attributes

Role Description

Pre Qualification?

Date Required On Site =]

Dropdown

Untitled Attribute 4

Untitled Attribute 5

Properties

Select an attribute to edit its properties.

Group items by:

General
Supplier

1 Type

i
Status

« Custom Attributes.
Pre Qualification?
Date required on site

wo2

ntract Code ~  ContractName  Supplier Type

191
—————————

Budget e

7535581 000

xxxxxxx

Original  Internal Budget  Appr
ansfer

Multiple:

SCHEDULE OF VALUES

code Name ay it

FORECAST ADJUSTMENTS

CUSTOM ATTRIBUTES

Pre Qualification?  yes

Role Description

Date required on site

woz [

ATTACHMENTS

A 000101-Title-CD100 -AYspec.pdf

Drag and drop files here or browse




Document Templates

Easily create standard documentation formats for
distribution during the change order, pricing request
and approval processes with Cost Management's
Document Templates capabilities. Templates are
created using fields that are automatically populated
directly from BIM 360 once a document is generated.

Accessing the Document Templates

In the Project Admin module, select the “Services” tab. = Fr e e

MEMBERS

On the left sidebar select “Cost Management” then
“Document Templates.” Note, only project admins can
manage the document templates.

The document templates will be utilized in the Cost
Management mOdUle When gene'rat'ing dOCU ments SUCh N Add document templates Add document templates Add document templates
as a supplier contracts.

BIM 360 Plan

The component names in Document Templates (PCO,
RFQ, RCO, OCO, SCO) can be customized within General
Settings.

RCO oco sco

There iS nO limit tO the nUmbeT Of dOCU ment templates Add document templates Add document templates Add document templates
that can be associated with each component.

PRO TIP: Only Microsoft Word Documents are supported.



Document Templates

AUTODESK BIM 360" | Un ~ @ Your download should start X

Downloading a Sample it S Wl

seconds. If not, click here.
Contract Document Template Setup

Tem P late somscs ompeirane oL AS A S B &
In Document Templates select the component you want ST
to add a template to. . - T
- Select “Download sample template” to download a Word m
template. o ‘
The downloaded template can be customized to suit T ——»
your needs. Note, the content within the brackets must
stay the same for the module to recognize and to auto- |
populate it when generating the document. PRO TIP: To remove “SAMPLE” click Gz Exm.,
into the document header. W ﬁwﬁé‘%
- Once finalized, update the template name and save. o mewos
Document Template @
Parameters = R T

AUTODESK BIM 360" | United Construction > Pacific Center Campus =

Uploading a Document Template | —,

Contract Document Template Setup

Download sample template

- There are two ways you can upload a document template:

% Supplier Contract sample document template.docx

- Option 1: Drag and drop the file or click “browse” to |
locate the file to upload. L

+ Option 2: Select a document from the BIM 360
Document Management module by clicking “Select
from Document Management” and navigating to the
correct folder.

- Select “Finish” to save and exit.



https://help.autodesk.com/view/BIM360D/ENU/?guid=BIM360D_Cost_Management_cost_management_variables_reference_html
https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration
https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration

Module Specific Settings

In the Module Specific Settings tab teams have
the option to configure the code format by
customizing the prefix, suffix, number of digits
and start number for each component.

Accessing the Module Specific Settings

In the Project Admin module, select the “Services” tab. & Project Admin
. On the I_eft Sidebar Sel_ect " COSt Management" then :l:::ew General Settings. Module Specific Settings Budget Code Setup Custom Attributes Document Templates Financial Markup Formulas Permissions Activity

“Module Specific Settings.” Note, only project admins can | v CostItem bco rFa reo

edit the module specific settings.
Module Specific Settings i

In the Module Specific Settings tab you have the option *° *°

to configure the code format by customizing the prefix,

suffix, number of digits, and start number for each o -

component. : : : 1

- The component names (Cost Item, PCO, RFQ, RCO, OCO,

SCO) can be customized within General Settings. PRO TIP: For RFQs £ SCOs check the

“Include Contract Code in Prefix” box to

. . . . . . . . rovide relative codes .
This will dictate how the information is displayed in the P Y per contract (] »QRr0032 Onois Revdssd i

number column of each tab within the Cost Management
module.

[ ] »Qr-0030 Cladding Change




Financial Markup Formulas

Easily create multiple project level markup
configurations to apply to Potential Change Orders
(PCOs), Requests for Change Orders (RCOs) or Owner
Change Orders (0OCOs).

Accessing Financial Markup

In the “Project Admin” module, select the “Services” tab.

On the left sidebar select “Cost Management” then
“Financial Markup Formulas.” Note, only project admins
can manage the markup formulas.

Multiple markup formulas can be created and any
existing formulas will be available in the list.

The markups created here can then be applied to either
PCOs, RCOs, or OCOs.

AUTODESK BIM 360" | Unitec

# Project Admin

Overview General
Settings
Issues

Notifications

Locations Name

Document Management
Project Management
Cost Management
Design Collaboration
Model Coordination

Field Management

Module Specific Budget Code Custom Document Financial Markup. Permissions Activity
Settings Setup Attributes Templates Formulas
Add
Description Created By Created At
New Financial Markup Formula Arun Buraiswamy oct 18,2019
Standard Markup Tan Turner o1, 2018
New Financial Markup Formuta John Sanner Now 6,2018




Financial Markup Formulas

Creating a Markup Formula

In the “Financial Markup Formulas” tab select “Add.”
- Select the top “New Formula” field to title the formula.

- To add a description select the pencil icon next to “New
Formula Markup Formula.”

- To enter a sample cost basis, which will allow you to check
the calculation as you start building the formula, select the
pencil icon next to “Sample cost basis.”

+ Creating the formula:

1. Click “Markup” to add a new markup row to the formula or
select “Markup” and drag it into the center preview panel.

2. In the Markup edit panel name the markup (e.g. Fee).
3. Select the markup type £ amount:

- “Percentage” for a standard percentage based
markup.

- “Flat” for a flat fee, per PCO.
4. Select the “Cost Basis” from the drop-down.
5. (Optional) add a description of the markup.

6. Search or scroll to select a target budget item for the
markup.

7. By default, markups are calculated on all budget items.
Using the “Calculate on” fields you can enter rules to only
calculate on particular budget codes, cost types etc.

SK'BIM 360 | Uni

# Project Admin

New Formula xj|v

New Financial Markup Formula Sample cost basis 1,000.00

Drag and drop to add formula item Name Amount Cost Basis Result

Drop item here to add markup

Markup total 0.00

222 Subtotal 0.00
Please note v

AUTODESK BIM 360 | United Co

# Project Admin

Alternative Markup 1

New Financial Markup Formula ‘Sample cost basis 10,000.00

Drag and drop to add formula item Name Amount Cost Basis Result Markup edit Delete

Insurance 200% 1000000 200,00

111 Markup 000
Insurance. 20000 Fee

Contingency 3.00% 1020000 306.00

222 Subtotal 000

Contingency & Fee 74375

Markup total 2375

Map markup to budget code

84720010121001FEE

Calculate on



https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration
https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration

Financial Markup Formulas

8. Add a subtotal by selecting “Subtotal” or dragging it into
the center preview panel.

- Name the subtotal (e.g. Contingency € Fee).
Select the appropriate “Cost Basis Revising” option.

- “Revise Cost Basis” (default) if revising the cost

basis for all subsequent markups will be included.

- “Info Only” to summarize any markups above for
information

- Select “Save.”

# Project Admin

Alternative Markup 1

New Financial Markup Formula

Drag and drop to add formula item

121 Markup

221 Subtotal

Amount

200%

3.00%

4.00%

[ e ]
Sample cost basis 10,0000
Cost Basis Result Subtotal edit Delete
1000000 20000
Name
20000 Contingency & Fee
co psin
1020000 30600 °
® Revise cost basis
s i 0b Wil

4375

Markup total

94375

PRO TIP: Drag and drop markups and subtotals to rearrange if required.


https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration
https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/sfdcarticles/sfdcarticles/BIM-360-Design-Getting-Started.html?st=design%20collaboration

General Settings €
Permissions

It is essential to assign permission levels
appropriately to ensure the right people have access
to the right information. With the ability to set
standardized permission controls, sharing information
has never been easier. Once you finish setting up your
original budget you can lock it to avoid accidental
changes.

Accessing General Settings

In the “Project Admin” module, select the “Services” tab.

On the left sidebar select “Cost Management” then
“General Settings.” Note, only project admins can edit the
general setting.

Editing the General Settings

1. Unit of Measure - select imperial or metric.

2. Unit of Measure List - set specific dimension as default
of deactivate certain units from the list.

3. RFQ (Request for Quotation) Response Due - set the
default response time frame for RFQs.

4. Companies Setup - identify the project Owner, General
Contractor and Architect.

# Project Admin

RFQResponse Duein 16 Days (1-999)




General Settings £ Permissions

10.

11.

12.

Round Settings - select the “Rule” (Half Up, Round Up, Round
Down) and “Accuracy” (1, 0.1, 0.01, 0.05). In the example field
you can test the settings.

Budget £ Cost Payment Application Retention: allows you to
put in a specific retention % for completed work and materials
on site.

Lock Budget - once the original budget setup is finalized, you
may lock it to avoid accidental change.

Custom Tab Names - allows you to change the default sub-tab
names (Cost Item, PCO, RFQ, RCO, OCO, £ SCO) that appear in
the Change Order tab to better suit your needs.

Contract Types - use the “Add” button to create a list of
contract types. In edit mode in the Contracts tab in the Cost
Management module, you can assign a contract type to a line
item via a drop-down.

Cost Item Types - use the “Add” button to create a list of cost
item types. In the Cost Item tab within Change Orders in the
Cost Management module, you can assign a cost item type to a
line item via a drop-down list.

PCO Types - use the “Add” button to create a list of PCO types.
In the PCO tab within Change Orders in the Cost Management
module, you can assign a PCO type to a line item via a drop-
down list.

PCO Source Types - use the “Add” button to create a list of PCO
source types. In the PCO tab within Change Orders in the Cost
Management module, you can assign a PCO source type to a
line item via a drop-down list.

ject Admin

Budget Payment Application Retention

Completed Work Materials on Site

% %

Cost Payment Application Retention

Completed Work

Materials on Site

original A Customized

Contract types.

# Project Admin

Overview General Settings

Contract types.

Typen Description

Cost Item types

Type~ Description

BIM 360 Plan

PCO types

Type ~ Description

......

AAAAAA

AAAAAA

AAAAA

AAAAAA

AAAAAA

......

AAAAAA

AAAAAA

vvvvvv

......

AAAAAA

AAAAAA

AAAAAA

......

AAAAAA

AAAAAA

vvvvvv

AAAAAA
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General Settings £ Permissions

Setting Permissions

Select the “Permissions” tab.

Here you can designate user-, role-, or company-based
permissions.

Use the search field to find a user, company or role and
click “Add.”

Permission levels are “view all” or “full control (editing).
Permission levels for can be different for each tab.

n

To set permissions select the permission level under
each column to access the menu drop-down.

# Project Admin

ssssss
> - .
Sl ull Control
e

ion  Contract Cost Payment Application

;;;;;;;;;;;

uuuuuuuuuuu

Cost Item, Change Order &
RFQ

# Project Admin

Budget Payment Application

Contract Cost Payment Application

Cost Item, Change Order &
RFQ




Module Overview

Cost Management provides a real-time summary
view of all budget items and contracts, giving a clear
picture of revenue, costs, forecast and variance
related to each item. This enables teams to minimize
risk by managing all cost-related construction
activities in a single software.

Budget Tab Overview Mode

Budget Trend Cost Trend

Open the Cost Management module and select the “Budget”

tab.
1. You can select the filter icon to open a flyout panel 98 S
where you can create and save filters with multiple 5 R
conditions. N BudgetCods  CotType  BudgetMame  SupplsrContract Z‘“ rm%; f:,.,g,,, ﬁ;“:; Ch; “;‘ Tﬂ"“"f‘ s sy

oy | BudgetCode

2. The editicon allows you to toggle between the = B
overview and edit modes. S p—
3. The charticon allows you to turn charts on or off. et 2l [ e .

Prasats

4. You can select the column headers to sort in .

a
Cost typefcsl

ascending or descending order.

g5

0010121003 FeE Bl Preparation Bl 333040 73040 7333040 T3040

5. Column settings allows you to select the columns you
wish to include in your view.

6. Export button allows you to export a nicely formatted
budget report. It also provides the option to include
additional historical data.




Module Overview

Budget Tab Edit Mode

In the Budget tab select the edit icon to enable the edit
mode.

1. “Import” allows you to import an Excel file. It works the
same as budget template creation.

2. “Add"” allows you to manually enter new budget items.

3. Click within the Unit column to access a drop-down
list of available units, assign the appropriate unit.

With a single budget item selected:
4. "Delete” allows you to delete the line item.
5. “Budget Transfer” allows you to do an internal transfer.

6. “Add Sub-Item” populates a new sub-item to fill in
underneath the budget item.

There are no restriction on hierarchy levels, and
the totals from all child items are rolled up to the
parent and divided by the parent qty to provide a
unit cost allowing visibility into how the budget
number was derived.

7. Select the three dots to open a menu which also
allows you to easily add a sub-item, do a budget
transfer, or delete. But it also provides the option to
make actual cost adjustments.

BUDGET  MAINCONTRACT  BUDGET PAYMENT
T ® Download Template tmpor add Export
Internal
. Actual Actual Cost .
Budget Code CostType Budget Name v ay unit Unit cost Amount  Budget 5 Supplier Contract supplier
Cost  Adjustments

Transfer

000
onLos007 e 1 s 26052 ass0s2
oo1oms001 et s 31649% 60 31649360

~ 0010330000 sug 1| e a 385496000 385496000 sut
K020z w00 g 5300 53600000
5.0 I
1
00 em2

ool 7000 i o7 6846000
no21 w000 cm3 20500 2000000
onL015300.1 GEn 1 ecen nsnm sy
ou12657000 6o 1od renTy 52808
ooL015000.3 aen i s 3208205 5208205

60' | United Construction » Corporate Headquarters «

# Cost Management

BUDGET  MAINCONTRACT  BUDGET PAYMENT APPLICATION

Y & Delete

Budget Transfer a sut
Internal
©  budgetcode CostType Budget Name v ay unit unit Cost Amount  budger "% A:]‘::‘:ﬁf: Supplier Contract Supplier
Transfer
000
coussmoz sex T e AR,
aovazoas o s ) A st st
oovaznez aen 1 aason a0
coamuee aen : . 2030 ez
3 seons2 ssons2
318803840 316493840
- 00100000 s s s as4se000 93456000
o2 1000 o 5600 53600000
oz as000 “ o0 sis0000
raasos w0 o si20
[ w0 o 20578
50 w
o 000 “ 3 on4c000
o1 o0 y 20500 2000000
.
cor0rs0003 e ) s szonzan
cotoiooz aen s me
ooLosa0000 s 1 u a0z
ootomsons e Builin hegs fees s . 100030

PRO TIP: If the user has view only
permission they will have access to
enter the edit mode. However, they will
not have access to make edits.




Module Overview

Contract Tab Overview Mode

Open the Cost Management module and select the
“Contract” tab. The contract overview works the same as
the budget overview.

1. You can select the filter icon to open a flyout panel
where you can create and save filters with multiple
conditions.

2. The edit icon allows you to toggle between the
overview and edit modes.

3. The charticon allows you to turn charts on or off.

4. You can select the column headers to sort in
ascending or descending order.

5. Export button allows you to export a contract report.

6. Column settings allows you to select the columns you

wish to include in your view.

# Cost Management

CONTRACT

Budget Trend Cost Trend
o

Cency

Envelope package |

FFRE Turnstiles |

Internal Doors and 1.

Filter by X

Show items with:

m

xxxxxxxx

Original  Internal
Budget

e

T

Budget

000 2um

Budget Approved Owner  Revised  Pending Owner Projected
ansfer Changes  Budget Changes.

000 2140u

orig.
Budget  Commitment Cost

Export

Uncommi ted

neral
Contract Code

B Contract Name
B supplier

Type

Budget

Original Budget
L]

t Transfer
Approved Owner Changes

Revised Budget

PRO TIP: Though some companies may have the same budget list as they do
contracts, having both views is to facilitate having different lists even though the
financial data adds up to the same total. This allows for contracts to be made of
multiple budget codes and be able to be viewed either way.



Module Overview

Contract Tab Edit Mode

In the Contract tab select the edit icon to enable the edit R e S D R G e
mode. This works similarly to the budget edit mode. — — e
o — Consultant  HOL0DUNT 19967145 Open [ Generate Document
1. “Import” allows you to import an Excel file. = i § o
2. “Add” allows you to manually enter a contract item.
3. “Export” allows you to export a contract report. B
4. Click within the Type column to add a contract type to
the line item. i Cost Management
5. Select the three dots to generate a document or deletea | - = —
Cont'ract. ContractCode~  Contract Name Supplier Type Assigned Budget Code :;";""” Amount Status Sﬂ\/ statue | open
6. Select a contract name to open the details flyout panel. = — =i —
e open ] Notes & Attachments
The details flyout panel provides more information behind
and can be edited. Use the drop-down to select the items to =
view in the flyout. = =
General: 1 BAT00101510006EN 15261890 Open Award Amount 15967145 Changes 0.00
“Budget Code” provides a list of all unallocated budget
items. Create the connection between contract and
budget item by assigning from this list. . -~
Add a supplier and select “Generate” to generate a E—— R T = ——
contract. =
SOV (Schedule of Values): o [ e+ =TT T —
- By default the SOV will inherit any budget item build ups = " - —
from the connected budget item. They can be removed I s
by right clicking if you want to create a different list of S = )~
items. &
- They can also be appended or edited and the values s :
overwritten to create the correct award value for the
contract.

Custom Attributes:

Allows you to customize a section of the. Steps for PRO TIP: If the user has view only permission they will have access to enter the edit
creating a custom attribute can be found in the custom mode. However, they will not have access to make edits.

attributes section of this guide.



Module Overview

Fundamental Forecasting

New columns have been added to the Budget € Contracts tab
as the first step to incorporating forecasting functionality ML T —
into Cost Management. The columns include: aner
Budget Code CostType  Budget Name v Supplier Contract D;J 9
+ Actual Costs B — e
+ Forecast Adjustments L
+  Forecast to Complete ——
. Fo.recast F.inal COSt 001.013100.0 INT site nt smrT d fsma Management|8t. 5590,
001.015600.1 GEN L Budget Transfer 814
0 9013119000 28 ¢/ Forecast Adjustments 1699
+ Forecast Variance et Bl

Making Forecast Adjustments
In the line, you wish to adjust right-click within the = v o .
Forecast Adjustments column or select the three dots ’ T : -
next to the item name to access the Edit Forecast N
Adjustments window. .

- Select “add line item” and fill in the necessary o
information; you can add multiple list items. To delete - -
an item, select the three dots. Select the “x” to exit -
back to the tab view. : -
The total adjustments will appear in the Forecast . : TR e e
Adjustments and Forecast Variance column. The . .
Forecast Cost to Complete and Forecast Final Cost will - : : : )

now reflect the Change‘ PRO TIP: The forecast adjustments FORECAST ADJUSTMENTS
can also be viewed in the details Add line ftem Last Modified: Oct 16, 2019
flyout panel by selecting the

" Descripti at Unit Unit Cost Total
top drop-down, then “Forecast i Y & il Cos ot
Adjustments.” 250,00000

Add Resource Item1 20 wk 5,000.00 100,000.00

Add Resource Item 2 30 wk 5,000.00 150,000.00




Change Order Management

A typical construction project can have dozens of
change orders. Improve change order tracking across
the entire approval process and view details of cost
item impacts as well as historical reference points
with Cost Management's change order capabilities.

Cost Item Sub-Tab

Cost items are the individual detailed items for each budget
code associated with a potential change. The typical
workflow is to create a Potential Change Order (PCO) and
add cost items to it. However, in the Cost Items tab within
the Change Orders tab in the Cost Management Module,
you can easily add cost items or edit existing cost items. v

0) Numbera  Name Supptier Budget Code Type Sope  Estimated Proposed Submitt. Approved Committ. BudgetStaws  CostStatus PCO wra #co oco sco Markup 13

This works similarly to the contract module edit mode. e

o081

# Cost Management

000 000
000

1. “Add” allows you to manually enter a cost item.

2. “Export” allows you to export a cost item report.

7777777777

3. Column settings allows you to select the columns you
wish to include in your view. - B e

.....

4. “"Budget Status” is the current status of the cost item in
the budget request workflow.

5. Click the link to open the ‘container’ for whichever part
of the process the cost item is currently in.

6. Select the three dots to delete a cost item.

7. Select a cost item name to open the details flyout panel.



Change Order Management

e Doors - Revised Main Entrance Layout ...
# Cost Management suoGeT croc

Approved tus: Pricing

Cost Item (Continued)

- In the details flyout panel use the drop-down to e = o e e T v i
select the sections to view. Sections can be viewed == Tl T F e
individually or in a scrolling list. Creating and editing o oo wm o mw we e T
cost items will be done in the details flyout panel. 2o e e [ e
Under “Cost Summary” you can break down the cost N S o
item into a more granular level of detail by selecting o e m e S
“define cost item hierarchy/breakdown.” e e e
Existing or new cost items created directly in the cost " Jcost sumaRy E -
item view can be “assigned” to a PCO by selecting the o] Eotimated R T e
check box next to the cost item. oS S i
Once selected an “assign” button appears. Click the ] s voos-red | sranewhiendy P So00a0 3 = s ——
drop down to assign. ] el ek

An assign window will pop up where you can type in
search criteria to filter the list. Select the PCO to add

the cost item. e S

DESK BIM 360

# Cost Management

Assign to PCO

Name*

‘additional Floar Openings as per RFIODS

51813 Revised Kitchen Equipment Schedules

Cladding Change

Matal Panel Additions
Po02s

Rovised Main Entrance Layout per ASIO02




Change Order Management

PCO Sub-Tab

PCO’s (Potential Change Orders) are the starting point of any
budget or cost change, and used to generate an RFQ, RCO,
OCO, or SCO. The PCO tab is within the Change Orders tab in
the Cost Management Module.

1. Select “Add"” to create a new PCO.
2. “Export” allows you to export a PCO report.

3. Column settings allows you to select the columns you
wish to include in your view.

4. “Scope” allows you to indicate whether the PCO is an “In”
or “Out” scope change. The former meaning a cost change
and the latter meaning a budget (and cost) change. It's
important to include this as it will define where it's shown
in the budget and contracts overview tabs.

5. “Type” allows you to select the type of PCO.
6. “Source Type” allows you to select the PCO source.

7. “Source Ref #” is the reference number associated with
the type.

8. “Budget Status” is the current status of the PCO in the
budget request workflow.

9. “Cost Status” is the current status of the PCO in the cost
change workflow.

10. Add a cost item, generate a document, or delete the PCO
by selecting the three dot menu or right clicking the PCO.

Selecting a PCO gives you the option to delete, apply a
markup, or assign it to an RCO or OCO. It also allows you to
generate an RFQ, RCO, OCO or SCO. Depending on the budget
and cost statuses some options might be grayed out.

Numbera  Name scope  Type SourceType  Source Ref#

D) Generate Document
+ Add cost Item

@ Delete

Galeulats

alculated markups are out of sy e base data has been
modified. Please re-apply the markup formula.

VPO MemiPanelddditors  Ow OwnerDirectve (O 076001002

PRO TIP: If you see your calculated markups are out of sync select the line item and
in the “Apply Markup” drop-down select the necessary markup from the list.

Cost

Source Type Source Ref #

Scope Type Sc Budget statu= Status
pear.. = Search | Ri pearch -~ g3 = Approved « Proposed
n 001 :

ASI * Submitted Proposed
Back Charge i
out o = Approved « Proposed
Budget Transfer
out INT
v Internal Change = Submitted
ISSUE
out Owner Directive s:Submitted
RFI v

Submitted
Owner Change Order v :

Out RFP » Submitted
2 002
Contingency
T&M o1 Open Open
Out Clear Open

cd Clear 013 & Draft

Owner Directive

TODESK BIM360° | Unite

B Numbera  Name Scope  Type SourceType  SourceRef#  Estimated Proposed Submitt.. Approved Committ.. BudgetStatus

74959 1075220,  1,00006. 1055063 7178200

»P000s ditianalFloor Openings as per RFL.  Out Oune

005 S0 506 BN0S3 B0 2300000 - Appraved

3a0 15, 2019




Change Order Management

Generating an RFQ from a PCO < cos napement

RFQ (Request for Quotation) are the documents you generate | = wwe
to solicit pricing from a supplier. This process utilizes the T
document templates created in the Project Admin module. e

- In the PCO tab, if you want to generate a single RFQ that e
includes all the associated cost items, select the check-
box next to the PCO or select the PCO name to open the
details flyout panel. To generate individual RFQs for PRO TIP: The PCO must have a Cost Status of “Open” |7

specific cost items in the PCO, select that line item. to be able to generate an RFQ.

o
owgasons O conedone

Revised Main Entrance Layout per ASL...

P-0017 | Budget Status: Draft | Cost Status: Open

Multiple

Description

A “Generate” drop-down will appear, select RFQ. An RFQ
generator window will open.

# Cost Management

1. Contract Code and Name are auto-populated by the
related budget code.

2. You can customize the RFQ title.

Contract Code Contract Name RFQ Title DueDate

Add a due date. By default due date requires a Project ' e
Admin permission level, but can be overwritten here. sencewon prorsy
Edit unit cost or add a sub-item. ary Swhs ) koen e

+ Add sub-Ttem

5. Additional scope description will automatically be
populated here from the PCO/Cost Item details flyouts,
but can be edited/appended here.

Select the desired document template.

7. Search to add additional recipients. The default
recipient is auto-populated based on the contract
award of the same budget code the cost item is
assigned.

O

Drag and drop file here Select fle from Dacument Managemen

8. Additional files can be uploaded from your desktop
or selected from the BIM 360 Document Management

module. PRO TIP: This utilizes the document templates

capabilities set up in the Project Admin module,
9. “Save” allows you to save the document in the current  refer to the previous section on Document

state and return to it later to complete. Templates.

nerated RFQ

QR-0031 - Doors - Revised Main Entrance Layout per ASI002

10. “Generate” allows you to create the document.



Change Order Management

RFQ Sub-Tab

. . . . Y Detach
The RFQ tab is within the Change Orders tab in the Cost ‘ .
Management Module.
1. “Status” auto updates to “Open” after a RFQ is ——— = - | S
generated from a PCO. T} e

» ar-0007 Frame Me g 000000 2300000 Proposed  0ct31, 2008 oazi20i8 an Tumer 005

2. “Response Due” will be populated when a date is
added in the dates section of the details flyout panel.

3. “Source Type” can be added by clicking to access the - , IR

QR-0032 | Pricing

drop-down list.

4. “Source Ref #” allows you to manually enter a
number. -

Multiple

5 u D h n ll d h : f R e Number QR-0032 W R Number QR-0032
. et ac allows y ou to € ta c as co St 1 te mirom an Nov 6,200 Name  Doors - Revised Main Entrance Layout per ASI002 Nov s, 201 Name  Doors - Flevised Main Entrance Layout per ASI002
RFQ. It will still be part of the PCO.

Document Template ~RFQ sample document template.docx Document Template ~RFQ sam le document template.docx

6. Select the three dots to regenerate the document or
delete the RFQ.

7. Select the name to open the details flyout panel.

Status  Open - 'khzdule(hang: o Days Status  pricing - lf(hedukz(hange 0 Days

SUPPLIER DETAILS SUPPLIER DETAILS

- In the details flyout panel like the Contract module,
use the drop-down list to select the sections to view.
Sections can be viewed individually or in a scrolling list. — z
Editing RFQ items can be done in this view. =

DETAILS

Number QR-0032

- Selectable workflow- based actions (buttons) will o
appear to help walk you through the process. For S
example, when the RFQ status is “Open,” you will see 1 v
a “Set as Pricing” button. By selecting it the status _f‘
color changes and the next options you see are “Set as

5C0 sample document temy plate.docx

Proposed” or “Set as Rejected.” -

Document Template |~ RFQ sample document template.doc

- Select “SCO" to generate a Supplier Change Order. s
This process is similar to creating an RFQ. Fill in the 2
information, select the document template, choose the
recipient(s), attach files, and generate the document.




Change Order Management

# Cost Management

Generating an RCO froma PCO || e e

Scope. Type SourceType  SourceRef#  Estimated Proposed Submitted Approved Committ. BudgetStatus Created Date | pco

cost
Status
oco

RCO (Request for Change Order) are upstream budget
change orders. They are a means to request a change in

ASI #13 Revised Kitchen Equipment Sc...

the contract between the Owner and the Main Contractor. 5
Typically, the RCO created by the Main Contractor is built | = e v a0 e @ s
from one or more cost items and sent to the Owner. PRO TIP: The PCO must have a Budget Status of -
In the PCO tab, if you want to generate a RCO select the “Open’” to be able to generate an RCO.
check-box next to the PCO or select the PCO name to K

open the details flyout panel.

A “Generate” drop-down will appear, select RCO. An RCO
generator window will open.

# Cost Management

- Like an RFQ, scope information is auto-populated. 2
You can select the document template, choose the
recipient(s), attached files, and generate the document.

RCOTITLE

ASI 13 Revised Kitchen Equipment Schedules

SCOPE OF WORK (SUBMITTED)

Multiple PCOs can be rolled up into a single RCO. O

- Select the check-box next to multiple PCOs you would
like to generate into a single RCO. When the “Generate”
drop-down appears select RCO.

DOCUMENT TEMPLATE

The process is the same as generating a single document. : Bt
However, the RCO will be a combination of the selected euest for Change Orcer
PCOs. The cost items will be combined and the scope is S oo o I Bipmi—
auto-populated but can be adjusted. Select the document sl =
template and recipient. B ———
S - - —— S— o
PRO TIP: If you don’t need to generate an RCO %;=mw A =
bypass this step and go straight to an OCO. . ' =
|m—|*mm Name [ oescription [Amoune ]

Thecontract duraton wilbeicreased / decreased by Odays




Change Order Management

B3 rco sub-Tab

The RCO tab is within the Change Orders tab in the Cost
Management Module.

1. “Status” auto updates to “Open” after a RCO is
generated from a PCO.

2. Select the check-box next to the line item to access
the delete, apply markup, assign, and generate
buttons.

3. Select the three dots to regenerate the document or
delete the RCO.

4. Select the name to open the details flyout panel.

In the details flyout panel use the drop-down list to
select the sections to view. Sections can be viewed
individually or in a scrolling list. Editing RCO items can
be done in this view.

Again, selectable workflow-based actions (buttons)
will appear to help walk you through the process. For
example, when the RCO status is “Open,” you will see

a “Set as Submitted” button. By selecting it the status
color changes and the next options you see are “Set as
Accepted” or “Set as Rejected.”

Once the status is “Accepted” you will be able to generate
a 0CO or a SCO. Once you select the appropriate option
this process is the same as generating an RFQ or RCO
document.

ed By

Submitted 1

Set as Submitted '—

Genera

DETAILS
Number R-0011
Name  ASI#13 Revised Kitchen Equipment Schedules

Description

Document Template  RCO sample document template with options.docx

Status  Open - |5chedule(hanqe 0

RECIPIENTS

Days

Submitted [

0ct28, 2019

ASI #13 Revised Kitchen Equipment Sc...

R-0011 | Submitted

Set as Accepted 'Sc.eimyw:u
General -

DETAILS

Number R-0011
Name  AS1 #13 Revised Kitchen Equipment Schedules.

Description

Document Template  RCO sample document template with options.docx

Status  Submitted  ~ 'S(hzdulathmga 0

RECIPIENTS.

X

Days

aaaaaaa

.......

Submitted {

octz8, 2019

DETAILS

Number R-0011
Name  ASI#13 Revised Kitchen Equipment Schedules.

Description

Document Template RCO sample document template with options.docx

Status  Accepted - |$chedule:h:nge o

RECIPIENTS.




Change Order Management

Generating an OCO from a RCO

OCO (Owner Change Order) represents a change order from | = w o
the Owner to the Main Contractor/Construction Manager. .

These documents are built from one or many change .
requests (RCOs) by processing the RCOs into an OCO. The
signed OCO legally amends a contract to affect a change in . — -
requirements, cost, or schedule to the previously negotiated e ——

Number R-0011
oct28,2019

Name  ASI #13 Revised Kitchen Equipment Schedules.

Days

RECIPIENTS

contract. s
The RCO status must be “Accepted” to be able to generate
an OCO.

- When you select “OCO” in the generate drop-down
the process is the same as generating an RFQ or RCO

# Cost Management

document. Bt

Like an RCO, scope information is auto-populated.

You can select the document template, choose the

recipient(s), attached files and generate the document. N
- Multiple RCOs can be rolled up into a single OCO. W

o Contingency 1w me 15684

crome Fee 1 s oz T

Select the check-box next to multiple RCOs you would o T
like to generate into a single OCO. When the “Generate”
drop down appears select OCO.

- The process is the same as generating a single document.
However, the OCO will be a combination of the selected
RCOs. The cost items will be combined and the scope is -
auto-populated but can be adjusted. Select the document
template and recipient.

Lo




Change Order Management

B 0co sub-Tab

The OCO tab is within the Change Orders tab in the Cost
Management Module.

1. “Status” auto updates to “Open” after a OCO is
generated from a RCO.

2. Select the check-box next to the line item to access
the delete, apply markup, and generate buttons.

3. Select the three dots to regenerate the document or
delete the OCO.

4. Select the name to open the details flyout panel.

In the details flyout panel use the drop-down list to
select the sections to view. Sections can be viewed
individually or in a scrolling list. Editing OCO items can
be done in this view.

- Again, selectable workflow-based actions (buttons)
will appear to help walk you through the process. For
example, when the OCO status is “Open,” you will see
a “Set as Submitted” button. By selecting it the status
color changes and the next options you see are “Set as
Approved” or “Set as Rejected.”

Once the status is “Approved” you will be able to generate
a SCO. You can either generate it now or select “Set

as Executed” and then generate it. The SCO generation
process is the same as generating a RFQ, RCO, and OCO.

# Cost Management

T

B Numbers  Name status Submitted  Approved Created Date

8006373 5506373
2300000 2300000 Oct2t, 2018
105000 1105000 0Oct24,2018

600000 60 62088

Created By

nnnnnnnnn

Tan Tumer
a
2o

nnnnnnnnn

Delete Apply Markup v Generate

New Formula
Submitted Date Standard
Markup

Atternative
Markup 1

Metal Panel Additions

0-0009 | Submitted

Date d Date
Number 0-0009 Number 0:0009
Name  Metal Panel Additions Name  Metal Panel Additions
Description Description
Document Template  0CO sample document template with options.docx - Document Template  0CO sanjple document template with options.docx
Status  Open - ' Schedule Change 0 Days Status  Submitted - ' Schedule Change Days
X
Metal Panel Additions Metal Panel Additions
0-0009 | Approved 0-0009 | Executed
oco sco oco 0

Multiple

DETAILS

Number 0-0009

Name  Metal Panel Additions

Description

Document Template  0CO sample document template with options.dock

Status  Approved - 'S(hadme(n:ngq 0 Days

sco
Multiple

DETAILS.
Number 0-0009
Name  Metal Panel Additions

Description

Document Template  0CO sample document template with options.docx

Status  Executed - IScneduIe(hange 0




Change Order Management

n Generating an SCO

SCO (Supplier Change Order) is a downstream cost change
order which amend the original supplier contracts.

There are a few different ways you can generate an SCO:

From a PCO with a budget status of “Open”,
“Approved” or “Executed” and cost status of
“Open”or “Proposed.”

- From an RFQ with a status of “Proposed.”
- From an RCO with the status of “Accepted.”

- From an OCO with the status of “Approved” or
“Executed.”

- To generate a single SCO consisting of all cost items
associated with a ‘parent’ line item, select the check-box
next to the parent.

To create individual SCOs for specific cost items within a
“Parent,” select the box next to the cost item.

- You can also select multiple SCOs with multiple
‘parents’ to generate a single SCO from.

The SCO generation process is the same as generating
an RFQ, RCO, and OCO. When the document generator
window opens information will be auto-populated.
You can select the document template, choose the
recipient(s), attach files and generate the document.

# Cost Management

T

B Numbera  Name

- P00

Type Source Type

RO
Multiple - oco
SourceRef#  Estimated  Proposed Subr S0
DETAILS 3
1088

Description

nst

ast

Document Template
= = Budget status  Open - Coststatws  Proposed  ~ '
—
a8 Type  Ownerchan. ~  ScheduleChange 0 Days

uuuuuuuu s s
P-002 out Owner Directve w1 2008 273200 RECiPENTS
P00 out Ouner Diectve w or6001-002 200000 2500000 2

X
Additional Floor Openings as per RFIO...

P-0005 | Budget Status: Open | Cost Status: Proposed

Number P-0005

Name  Additional Floor Openings as per RFI00S.

» ar-0007

Contract Name

o | w Reo

Supplier Estimated  Proposed Status

860,00000 1,064,050,

e, Substrucwresrus 500000 500000 |

508

Frame ML 2000000 2300000 § Proposed

Response Due  Created |

Nov1,2019 0ct28, 201

oct 31,2018

Doors - Revised Main Entrance Layout ...

QR-0032 | Proposed

Multiple #

DETAILS

Number QR-0032
Name  Doors - Revised Main Entrance Layout per ASI002

Description

Document Template  RFQ sample document template docx

Staws  proposed  ~ 'smenmecnanga o Days

SUPPLIER DETAILS.

Name  Substructures r us

# Cost Management

Number~  Name

Submitted  Approved Created Date

Created By

‘Submitted Date

Multiple

DETAILS

Number 0-0010

Name  ASI #13 Revised Kitchen Equipment Schedules

Description

Document Template  0CO sample document template with options.docx

Status  Approved v | Schedule Change o Days

—

0-0010 - ASI #13 Revised Kitchen Equipment Schedules

RECIPIENTS

3adie Fanganell,

PRO TIP: If an SCO is being generated from an OCO made up of multiple RCOs the SCO
will generate individual documents for each supplier affected by the change.



Change Order Management

i} SCO Sub-Tab

The SCO tab is within the Change Orders tab in the Cost
Management Module.

1. “Status” auto updates to “Open” after a SCO is
generated.

2. Select the check-box next to the line item to access
the delete button.

3. Select the three dots to regenerate the document or
delete the SCO.

4. Select them name to open the details flyout panel.

- In the details flyout panel use the drop-down list to
select the sections to view. Sections can be viewed

individually or in a scrolling list. Editing SCO items can
be done in this view.

- Again, selectable workflow-based actions (buttons)
will appear to help walk you through the process.
For example, when the SCO status is “Open,” you will
see a “Set as Sent” button. By selecting it the status

color changes and the next option you see is “Set as
Executed.”

Committ.. Created |

3200000
200000 Nov29,20:
200000 0ctzs,201
900000 Nov12,201
2500000 Apr26,201

2500000 Apr26,201

Multiple
DETAILS
Number $-0017
Name  Metal Panel Additions.

Description

Document Template  SCO sample document template.docx
Budget Code 847200105590005U8

Status  Open

SUPPLIER DETAILS

chedule Change o Days

Committ... Created |

Metal Panel Additions

5-0017 | Sent
Setas Executed '
Multiple v
DETAILS

Number $-0017

Name  Metal Panel Additichs

Document Template  SCO sample documfnt template.docx
Budget Code 847200105590005UE

status  sent chedule Change

SUPPLIER DETAILS.

Metal Panel Additions

5-0017 | Executed
Multiple
DETAILS
Number 5-0017

Name  Metal Panel Additions

Document Template  SCO sample document template.docx
Budget Code 847200105590005U8

Status  exccutod - chedule Change 0 Days

SUPPLIER DETAILS




Pay Applications

Avoid risk and errors resulting from the use of
disconnected cost management tools, and benefit
from real-time visibility into how payments are
affecting the project budget to maintain a view of the
financial health of the project.

Creating main/prime contract(s)

Open the Cost Management module, select the Budget
menu, then Main Contract tab. Note, if you have full control
permission levels for this tab you can create a contract.

1. Select the editicon.

2. In edit mode, an “Add” button will appear; select it to
create a new main contract(s).

3. Type the contract code, name, and select the type
drop-down.

4. Column settings allow you to select the columns you
wish to include in your view.

5. The export button allows you to export the information
in the Main Contract tab to Excel.

i Cost Management

# Cost Management

(RN ]

Reset

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

PRO TIP: After a contract is created
if you wish to edit you need to be in
« wes mo ©dit mode. If you choose to delete a
" contract or generate a document from
" a contract select the three-dots after
the contract name.




Pay Applications

2 Creating the main/prime contract
schedule of values (SOV)

You can either manually create the SOV or automatically
create it from selected items within the Budget tab.

Manually Creating the SOV:
Select the three-dots then “Add Sub-Item.”

A new line will appear under the main contract, fill in
the necessary information. You can type in a value or
associate it to a budget code by selecting within the
budget code column; the value will auto-populate.

Automatically Creating the SOV:

1. Within the Budget tab, select the edit icon. In edit mode,
a “Create Main Contract SOV” button will appear.

2. Select the budget items you would like to associate with
the main contract.

3. Click “Create Main Contract SOV.”

4. Within the Create Main Contract SOV dialog box, select
the main contract from the drop-down. Then choose
what you want to create the SOV from; when done, click
“Create.”

5. The main contract SOV will now be created
automatically with links to the budget using the selected
settings. This connection allows you to see what you will
be paid and what you need to pay your Suppliers.

# Cost Management

# Cost Management
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# Cost Management
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From Main Contract Details Flyout Panel:

Creating billing periods/master
schedule

You can either setup your billing periods from the main
contracts details flyout panel or within the Budget Payment
Application tab.

From Main Contract Details Flyout Panel:

- Select the main contract to open the details flyout
panel. Within the panel, scroll to the Master Schedule
section and select the “Manage” button.

- In the Manage Master Schedule dialog box, you can x
either copy billing periods from another main contract
using the drop-down menu or manually create new
periods.

<

- Once your billing periods are created, you can manage @
them within the details flyout panel under the Master
Schedule section. In this view, you can also see

payment application statuses and amounts for each _ _
period.

From Budget Payment Application Tab: - S

} 3an 22,2021

1 code Nome Type Qy  Unit  UnitCost Amount BudgetCode  BudgetName

- Select the “Set up master schedule” button. Within the . zee
Manage Master Schedule dialog box, follow the same .

step as above. ST

» 20000

Supplier o
upplier
Contract Stepte

2 50000000 500000.. 0971000121000 CONTINGENCY,FE 50000]

2 2000000 200000. 0987100033000, 19250

e 2000000 200000

00. 20004

Payment Application  Payment Application
tatus ‘Amount
2 50000000 500000 0987100088000, 50000)

oratt 132330071

e 50000000 500000.. 0987100220000. 50000/

» 230000 1000000 100000. 09871002320000. 1000,

260000 dectrica 1 €a 1000000 100000. 0987100260000  ELECTRICAL e 1000,
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Managing Cost Payment
Applications

Supplier payment applications can be managed from the
Budget Payment Application tab within the Budget menu.
They can also be managed in the Cost Payment Application
tab within the Cost menu.

From Budget Payment Application Tab:

L

2.

Use the drop-down menu to select the main contract.

Use the drop-down menu to choose the correct billing
period or use the arrows to navigate between periods.

. Select “View” next to Associated Cost Payment

Applications. This will open the main contract details
flyout panel.

. In the Associated Cost Payment Application section,

select “Create” to create a brand new cost payment
application or select “Add existing” to connect an
existing application to the contract.

. Once created, the number of cost payments associated

to the main contract will auto populate next to
Associated Cost Payment Applications.

. The cost payment application(s) will appear within the

Associated Cost Payment Application section of the
details flyout panel.

To update the cost payment application information,
select the cost payment application billing period. This
will take you directly to the cost payment application.

Cost Management

# Cost Management
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Managing Cost Payment

i Cost Management

Applications (continued) B

@ 1nheritfrom Master Schedule

From Cost Payment Application Tab: o

1. Use the drop-down menu to select the appropriate
supplier.

2. Select “set up billing periods” and choose the
appropriate option. If you decide to create from new, i Cost Management
follow the same steps covered in section 3, “Creating T—————
billing periods/master schedule.” v

Feb 1,2020 - Feb 29,2020
Mar 1,2020 - Mar 31,2020

Apr1,2020 - Apr 30,2020

3. Choose the correct billing period or use the arrows to
navigate between periods.

2ul1,2020 - 3ul 31,2020

Aug 1,2020 - Aug 31, 2020

Manage biling periods

Updating Cost Payment Application Information:

1. Click within the table to make necessary updates. The et Ll

system will automatically update to reflect the changes. o - v
2. Use the status drop-down to update the status of the B e o =
pay application. : :
3. To export to Excel, select the Export button. This is
useful if someone does not have access to the system. PR TS
They can populate data into the yellow highlighted e gty et e
area; then, you can import the information back into the  |ewee™ """
S y S t e m . |Total Earned Less Ratentin‘l‘\.ou,‘ e 382,503:25
4. To import data select the Import button. E———
5. To delete the pay application or allow overbilling, click  — oo
the three-dot menu to access the options. —
6' Approved Suppl]e.r Change O.rd e.rS (SCO) W]“. Number Name Scheduled Value ":’:;I'i’:“'ii::’ This Period Materials on Site c°'":::::’"" Cnm::::::md Balance Retention
automatically be added based on the approved date. £ — B e e
If you don’t see one, select “Add change orders” to S Fr irsomio ool smmomnoo T ) G W —r1

manually insert it.
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Managing Cost Payment

Applications (continued) —

1500 Archie Architect, Design Partnership (bim360imperiumearch@gmail com)
DETAILS
2 Number SUBO1-1 Status | Search - Regenerate.
Cost Payment Details Flyout Panel:
Name  Substructure-PAGO1 Accepted
ASSOCIATED BUDGET PAYMENT APPLICATION
. i . at D ipti Approved
Select the payment application name to open the detail o o
ﬂyOUt pa n e L Fonitadi SSUBSTRIEE Revise & Resubmi Main Contract Jan 1, 2020 - Jan 31,2020 Draft
0% Submitted

Billing Period ~ Jan 1, 2020 - Jan 31, 2020 CUSTOM ATTRIBUTES

1. Use the drop-down to update the status.

ATTACHMENTS
PAYMENT APPLICATION SUMMARY

2. View a concise payment application summary table.

Net Changed By Change Orders 0.00 lil
3. View a chan ge order summ ary. ontractum o ate 7aomen rag and drop fls here Sotec il from Document Management
4

Total Completed And Stored To Date 425,000.00 Ar o

» Total Retention 42,500.00

. Quickly generate or access generated documents. This

Less Previous Certificates For Payment 0.00 NOTES

feature uses Cost Management document templates
Capab] l'it]eS. Balance To Finish Including Retention 592,500.00

CHANGE ORDER SUMMARY

S. Quickly view the associated budget payment

Approved This Period 0.00

application. Select the billing period to open the budget
payment application.

it Due 382,500.00

6. Available custom attributes display within this section.
7. Use these fields to attach relevant information.

8. Include any important notes.
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Managing Budget Payment
Applications

Owner pay applications can be managed from the Budget
Payment Application tab within the Budget menu. & Cost Management e

Main Contract ~

Budget Payment Application Tab:

nnnnnnnnnnnnnnn

1. Use the drop-down menu to select the appropriate main —
contract. "

2. Use the drop-down menu to choose the correct billing
period or use the arrows to navigate between periods.

0.00.

200000.  2000,0. o o o 200000, 000 o 0 000

100000, o o o 100000.

0. 1,000,00. ) o 0 100000. 000 o o 000

3. Column settings allow you to select the columns you
wish to include in your view.

500,000, o o o s00000. 000 o o 000 AlLQy, Unit, Uit Cost

500,000, o o 0 500000, 000 o o 000

4. To delete the pay application or allow overbilling, click
the three-dot menu to access the options.

S. Change orders automatically pull into the budget pay
application view.

6. If you the change order select “Add change orders” to
manually insert it.

7. Use the status drop-down to update the status of the
pay application.



Pay Applications

Managing Budget Payment
Applications (continued)

Main Contract Details Flyout Panel:
Select the main contract to open the detail flyout panel.
1. Use the drop-down to update the status.

2. View a concise payment application summary table.
3. View a summary of the change orders.
4

. Quickly generate or access generated documents. This
feature uses Cost Management document templates
capabilities.

5. Within this section, you can create or add existing
cost payment applications. To quickly access the cost
payment application details, select the billing period.
The cost payment application will open.

6. Available custom attributes display within this section.
7. Use these fields to attach relevant information.

8. Include any important notes.

Updating Budget Payment Application Summary View:

- Within the Budget Payment Application table, select
“Updated Budget Payment Application” to automatically
update the summary view.

- Note, associated cost payment applications must have a
status of Accepted before you see the option to update.

Main Contract-PAOO1
MC1-1

Multiple

DETAILS

Number MC1-1

Name  Main Contract-PAOOL

Description
at

Main Contract Main Contract

Billing Period ~ Jan 1, 2020 - Jan 31, 2020

PAYMENT APPLICATION SUMMARY
Original Main Contract Sum
Net Changed By Change Orders.
“ Main Contract Sum To Date
Total Completed And Stored To Date
» Total Retention
Total Earned Less Retention
Less Previous Certificates For Payment
Current Payment Due

Balance To Finish Including Retention

CHANGE ORDER SUMMARY
Approved In Previous Periods
Approved This Period

Total

Status | Search

Approved

Draft v
Paid

Revise & Resubmi

Submitted

7,500,000.05
37,000.00
7,537,000.05
1,466,897.46
14358975
132330771
0.00
1,323307.71

6,213,692.34

37,000.00

37,000.00

at

07

08

DOCUMENT BY RECIPIENT

There are no available documents.

Generate.

ASSOCIATED COST PAYMENT APPLICATIONS

Create Add existing
. o . Payment
Contract~  Supplier Billing Period Status
Requested
1,266,500.00
Substructure  Substructur.. Jan 1,2020 - Jan 31,202 Draft 382,500.00
Superstruct..  Frame MeLtd  Jan1,2020 - Jan 31,202( Accepted  884,000.00

Associated cost payment applications must be Accepted first.
Last Updated: Jan 14, 2020 1:39 PM by John Sanner

CUSTOM ATTRIBUTES
There are no custom attributes available.

ATTACHMENTS

&

Drag and drop files here
or browse

Select files from Document Management

NOTES

Cost Management

[Main Contract = 3an1.2020 30031, 2000 - > oan
B S R Tocaoen” 5% g

Contacta suppller Bling peiod
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AutoSave @ oFF © = 1 Cost payment sample document template 3[1] -...

n D O C U m e n t G e n e.ra t.i O n lert Draw  Design  Layout References Mailings Review  View  Acrobat & Share
A G

. COSt Management al.l.OWS yOU to C-reate Standard Paragraph Styles Sensitivity Create and Share Request

v v

Adobe PDF Signatures

documentation formats that automatically populate
directly from the system. See the Document Templates
chapter of this guide for details on how to access the
document templates and create your own.

[ ion and Certificate on Payment

L
OWNER: PROJECT: lan Phase 2 Testing APPLICATION NO:  SUB01-1

- For example, you can automatically generate a I ——
payment document which provides the information oI R ot
required to populate documents such as the AIA G702-

1992 and AIA G703-1992 forms.

Payment details:

x B < o E 3 G il T
TTEMING. DESCRIPTION SCHEDULED WORK COMPLETED VATERIALS TOTAL % BALANCETO RETAINAGE
OF WORK VALUE PRESENTLY | COMPLETED 640 FINISH (f variable
ROV THISPERIOD |  STORED (Not (++F) -6 rate)
PREVIOUS inDor£)
APPLICATION
SUBSTRUCTU 57500000 72500000 22500000 859 55000000 1250000
osuB RE CONCRETE
T-A10201 Pile Caps 37500000 12500000 12500000 EEED) 25000000 1250000
1-AT0221 Grade Beams 300,00000 150,000.00 150,000.00 5000 150,000.00 1500000
1-AT0301 Siab on Grade 300,00000 150,000.00 150,000.00 5000 150,000.00 15,00000
GRAND 75,00000 425,00000 425,000.00 2359 55000000 42,50000
TOTAL

Application is made for payment, as shown below, in connection with the Contract:

1. ORIGINAL CONTRACT SUM $ 975,000.00
2. NET CHANGE BY CHANGE ORDERS .
3. CONTRACT SUM TO DATE (Line 1 +2)
4. TOTALCOMPLETED & STORED TO DATE .
5. RETAINAGE:
a. _10.00 %of Completed Work ..... $42,500.00
b.  __%of Stored Material ..... $0.00
TOtal Retainage (LINeS 5+ 5b) ... renerrsssnrnes. S 42,500.00
6. TOTALEARNED LES! $ 382,500.00
(Line 4 minus Line 5 Total)
7. LESS PREVIOUS CERTIFICATES FOR PAYMENT ........c.coooercsmrroriens S
8 CURRENT PAYMENT DUE $382,500.00
9. BALANCE TO FINISH, INCLUDING $592,500.00
(Line 3 minus Line 6)
Change order summary:
CHANGE ORDER SUMMARY ADDITIONS DEDUCTIONS
Total changes approved in previous period s B
Total approved this period $0.00 S
TOTAL | $0.00 $

NET CHANGES by Change Order $0.00







Account Admin

With the project administration tools in BIM 360, you can rest assured that
your project information is in the right hands. Project admins can easily
invite team members to the project and define their access levels on a
project-by-project basis with a simple click. BIM 360 has two levels of
administration to ensure security and control across your projects: Account
admins and project admins. Only account admins can create new projects
and assign additional account admins and project admins. Project admins
can add and remove members, set permissions, and adjust project details.

Create a project

In the Account Admin module, select the Projects tab
and click “Add.”

Enter project information and click “Save € Continue.”

Getting Started Guide @ Create a Project @

Create Project Profile

¥ Project Name

Oakwrond Medical

Praject name is valid.

* Project Type

Hospital

Construction Type

Mew Construction

* Project Value

ET000000

Praject value is valid.

usn

Project Image
Select image to upload
% 4ME max)
li] e
" y | Browse

Project Address

560 Dockside Avenue
Address Line 2
Boston Postal Code

Massachusstts



https://bim360resources.autodesk.com/education-help/getting-started-with-bim-360-english
https://help.autodesk.com/view/BIM360D/ENU/?guid=GUID-9C991F4C-7012-4770-B8F7-A1D45F5D9197

Account Admin

Activating modules

Click “Activate” for the desired BIM 360 service.

Assign a project admin for each service. You can add
multiple admins.

(Optional) For Document Management and Field you can
copy existing project settings.

An email invitation will be sent to the assigned project
admin(s). They will need to click the link to join the
project.

Click “Finish.”

Add members to directory

In the Account Admin module select the Members tab and
click “Add.”

To add an individual member, select “Add People to the
Member Directory.”

To add an account admin, select “Invite Account Admins.”

To import members from a list, select “Import Members
by Spreadsheet.” For a first-time import, download and
complete the member list template.

Activate Services

Inactive Document Management

Copy project settings (Learn more,

Q

All Projects
01&03

Cancel

AU 2017 AR Demo project
Alameda High School

' Alpine Retreat
BZ Migration Testing
Bayfront Arena Activate

Bio Companv Tower

Inactive Design Collaboration PR

Inactive BIM 360 Glue clivate

PRO TIP: You have to activate Document Management first, before you
can activate other next-gen services.

ILINICE Account Admin X

To invite new Account Admins to manage your account, enter their email addresses, and select Account Admin in the Access Level dropdown. The
Account Admins will receive invitation emails with links to BIM 360 administration.

Email *Default Company Default Role Access Level
test@autodesk.com Autodesk Select Role . -
: [ Account Admin |
Architect

Construction Manager
Contractor

Designer

Document Manager
Engineer

Estimator

Executive

e

PRO TIP: You can change the default company and role later if
necessary.
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Adding members to a project €
assigning access levels

Name/Email Company Roles ::;,';: o = = i

ick Michols Aesthetik Interiors Gwner = &
In the “Project Admin” module, select the “Members” tab. o —— c - :

Ben Johnson General Construction anstruction Manager = & & &
Click “Add” and use the search bar to search the member biittuirg i som.. | Wee Broparty oldings R % & %
directory. Dim3s0usere@yahonco. | SParne Electrical Enginger = 3 & ]
When yOU ﬁnd the member’ Select them and Cl.]Ck bim3g0useri@yahoa.oc. | General Construction Superintendent =
“Select.”

Add their company and role. Note: Role determines their
access level to all BIM 360 services.

Click the icon(s) to overwrite the access level granted by
their project role.

Click “Add to Project.”

Update existing access levels by clicking the grayed out
icon(s).

Members & Access Levels @ Setup Roles @

PRO TIP: You can choose from a list of preset roles or create your own
custom roles as well as configure the permission and access levels by
each role.



https://knowledge.autodesk.com/support/bim-360-docs/learn-explore/caas/CloudHelp/cloudhelp/ENU/BIM-360-Docs/files/GUID-57B87E94-C367-412D-B644-A5F6C7B0AC42-htm.html
http://help.autodesk.com/view/BIM360D/ENU/?guid=GUID-7E2C374B-DADC-4E13-AEA7-C8DCF6838A31

Integration Partners

Get the most out of construction technology by integrating the
software you already use with BIM 360. Built on an open and
secure API platform, BIM 360 enables users to easily integrate
with various other construction softwares, including drone
technology, estimating and bid management, as well as safety
management tools.

Reality Capture Cost Management

Estimating

Construction Management

Takeoff Design Checking

Field Management Layout

Bid Management Scheduling

Data Transfer

Accounting

®,

Learn More

UB

construction software

@nge J+! SMARTBID®

EGNY.TE Ohsb STRATUS
3 SITEAWARE O.assemble

dhsbshare
RHUMBIX

ol

'Q s
M ManufactOn & triax

SMPRTVID.I0O BXx

8 voLo
BUILDER BECKTECH

Winning by Knowing

o
5’.:? ProjectReady”


https://integrations.bim360.autodesk.com/
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